
SAN FRANCISCO COMMUNITY COLLEGE DISTRICT 

ADMINISTRATIVE PROCEDURES MANUAL 


Title: Number: 
EMPLOYMENT OF ACADEMIC ADMINISTRATORS AP 3.04 

Legal Authority: 

Title 5, California Code of Regulations Sections 53021 , 53024, 53402 


A. General Statement 

1. 	 It is the policy of the San Francisco Community College District to establish administrative 

hiring procedures and guidelines that will provide the District with administrators, who 

can lead, organize, faci litate, plan and supervise; who understand the needs of faculty and 

the learning process; and who value institutional effectiveness. Administrators who are 

hired must be individuals who are sympathetic and sensit ive to the racial and cultural 

diversity in the District, who are well prepared by training and temperament to respond 

effectively to the educational needs of all the popu lations served by our community. 

2. 	 The State minimum qualifications and the District's loca l qualifications for academic 

administrators help to ensure that the District wi ll select individuals who are competent to 

perform the administrative responsibilities that administrators are normally required to 

assume, such as supervision, organizational planning, and budget development and 

administrative leadership and oversight, and who understand the needs of the students 

and the learning process. 

3. 	 "Educational administrator" refers to an administrator who is employed in an academic 

position designated by the Board of Trustees as having direct responsibility for supervising 

the operation of or formulat ing policy regarding the instructional or student services 

program of the District. (Title 5, Section 53402(b) defines "educational administrator".) 

Hiring criteria for all educational administrators shall apply to the available positions (Title 

5, Section 53034). 

4. 	 "Classified administrator" refers to an administrator who is employed in a posit ion 

designated, approved, or ratified by the Board of Trustees as having direct responsibility 

for formulating policy or administering specific programs within the College or District but 

does not meet the definition of an educational administrator. 

5. 	 Nothing in this document shall limit the rights and responsibilities of the Board of Trustees 

as provided by law. 

6. 	 Nothing in this document shall be interpreted to limit the rights, duties and 

responsibilities of the Title 5/EEO/ADA Compliance Officer or the Chancellor or designee 

to guard against adverse impact (Title 5, Section 53024[b]). The Chancellor or designee 
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has the responsibility to suspend a selection process if needed and to require corrective 

actions. 

7. 	 These procedures must be interpreted and implemented to be in full conformity w ith any 

applicable law. 

8. 	 It is understood that "administrator" refers to those managerial posit ions so designated in 

the Organizationa l Chart of the District, and does not apply to Department Chairs, 

Program Supervisors or Civil Service Classified Managers. 

B. 	 Request for Posit ion 

When a new or replacement administrative position is desired, the request shou ld be 
advanced by the Chancellor or the supervising Vice Chancellor with full justificat ion to the 

Chancellor's Cabinet. The Chancellor has full authority to determine the fina l status of the 
position. 

C. 	 Development of the Job Announcement 

1. 	 After the Chancellor's Executive Team has reviewed the job description, the job 

announcement is drafted by the Human Resources Department in consultation with the 

Vice Chancellor, (or designee) who has requested the posit ion for the area. If the posit ion 

is for a Vice Chancellor or any other administrative posit ion under the responsibility of the 

Chancellor, he/she will draft the job announcement in consultation w ith the 

representative from Human Resources. The Academic Senate w ill be given opportunity for 

review and comment. The administration is responsible for the final identificat ion of job 

related duties, responsibilities, qualifications, and eligibility requirement. The 

announcement and a copy of the complete job description will be reviewed by the Title 

5/EEO/ADA Compliance Officer to ensure conformity with the District's EEO Plan (Title 5). 

2. 	 The job announcement will inform candidates that, if advanced to the fina l level of the 

process, reference checking (previous and current employers) will occur and that the 

submission of an application is an agreement to allow the District to conduct such a check. 

D. 	 Receipt of Applications 

1. 	 All applications, supporting papers, and letters will be sent to the Human Resources 

Department. Upon review of the applicant pool after the close of applications, the Human 
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Resources Department will forward to the Search Committee Chair the fi les of applicants 

who indicate that they have qualifications equiva lents to those stated in the job 

announcement. The Search Committee Chair, working with the Equiva lency Committee 

(consisting of the [3] administrators) will inform the Human Resources Department which 

applicants meet qualifications through Equivalency and the representative from the 

Human Resources will recommend to the Chancellor. The Chancellor will approve or 

disapprove the equivalency recommendation and inform the Human Resources 

Department. The Human Resources Department will maintain records of all equivalency 

decisions. See Section " K", Equivalency Procedures, for further information on the 

Equivalency process. 

2. 	 The Tit le 5/ EEO/ ADA Compliance Office will review the pool of qualified applicants for 

adverse impact (Tit le 5, §53024 [b]) 

3. 	 The Human Resources Department will send all fi les deemed to have met the minimum 

qualifications to the Search Committee, including those w ho qualified under the 

equivalency process. The Search Committee sha ll receive all fi les of qualified applicants at 

the same t ime. 

E. 	 Search Committee 

1. 	 The Search Committee wil l consist of seven (7) members: 

a. Educational Administrators 

Three (3) administrators, two (2) faculty, one (1) classified staff, and one (1) student. 

(Students will only be invited to part icipate in the interview phase of the process.) 

b.Classified Administrators 

Three (3) administrators, one (1) faculty, t wo (2) classified staff, and one (1) student. 
(Students will only be invited to participate in the interview phase of the process.) 

2. 	 The Chancellor has the authority to add addit ional administrators, including his/ herself, 

and/ or unrepresented classified to serve on any Administrative Search Committee. 

3. 	 The administrators are selected by the Chancellor, the facu lty are selected by the 

Academic Senate, the unrepresented classified are selected by the Chancellor, the 

classified staff are selected by SEIU Local 1021, and the student is selected by the 

Executive Board of the Associated Students. Unrepresented classified staff must also be 

considered to serve as the classified staff representative on administ rative hiring search 
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committees. Their selection shall be based on their working relationship and relevance to 

the administrative job opening. 

4. 	 The Title 5/EEO/ADA Compliance Officer (or representative), who is nonvoting. 

5. 	 Whenever possible, the Search Committee shall include members of historically 

underrepresented groups. 

6. 	 All members of the Search Committee shall be provided training as prescribed in the 

District's EEO Plan, as well as screening and interviewing procedures of the District. 

7. 	 All members of the Search Committee will be arranged by the Administrative Chair of the 

Search Committee. 

8. 	 The Chancellor will identify the Chair of the Search Committee, who shall be one of the 

voting members of the Search Committee. 

F. 	 Preliminary Screening 

1. 	 The Search Committee wil l select candidates to be interviewed who best meet the 

qualifications listed on the job announcement, as measured by evidence of professional 

qualifications, including educational background and experience. Each individual 

employee must possess qualifications that are at least equivalent to the applicable 

minimum qualifications specified in this document. 

2. 	 The names of those applicants not selected wi ll be assembles in compliance with the 

State and Federal regulat ions and sent to the Human Resou rces Department after the 

screening procedure is completed. Applicants who were not selected sha ll be so notified 

by the Human Resources Department. The Human Resources Department will also keep a 

record of all the applicants who claimed equiva lency and how far they made it in the 

hir ing process. 

G. 	 Interview 

1. The Search Committee shall formulate job-related interview questions to ensure a 

thorough assessment of the candidates' qualifications. Candidates will be informed of the 

hiring procedures before they are interviewed. All candidates will be asked the same 

questions, but some follow-up questions for clarification purposes to some answers are 

expected. 

2. 	 The District will hire administrators who can lead, organize, plan, and supervise; who 

understand the needs of students, faculty, staff, and the learning process; and who value 

institutiona l effectiveness based upon participatory governance. 

3. 	 The Search Committee w ill forward to the Chancellor only candidates who demonstrate 

the abilit ies and qua lificat ions listed in the job announcement. 
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4. 	 It is recommended that the Search Committee interview a minimum of six candidates 

provided that this number of qualified applicants is available. 

H. 	 Recommendation of Candidates 

1. 	 Only those members of the Search Committee who have attended all interviews w ill be 

allowed to participate in the discussion, vote, and recommend candidates. 

2. 	 The top two to three candidates (finalists) are to be recommended (in alphabetical order 

only) to the Chancellor. 

3. 	 The finalists w ill have their references checked by the Chair of the Search Committee (or a 

designated Administ rator serving on the Search Committee). It is recommended that the 

chair conduct the reference checks with a set of prescribed questions. The reference 

check responses are then submitted to the Chancellor for review. 

4. 	 For the Vice Chancellor posit ions, fina l candidates wil l be invited to meet with constituent 

groups in public forums facilitated by the Human Resources Department. 

I. 	 Final Selection 

1. 	 The Chancellor will conduct the final interviews for the posit ion. 

2. 	 At the Chancellor's discretion, other appropriate part ies may be present for the 

interviews. 

3. 	 The Chancellor will then select an individual for the posit ion, make the offer, and request 

the Human Resources Department to work w ith the individual to answer any questions 

and to secure agreement on acceptance of the posit ion. Upon final acceptance of the 

posit ion, the name of the individual will be place on the Board of Trustees' Agenda by the 

Human Resources Department. 

4. 	 At the t ime of the fina l interview with the Chancellor, finalists for posit ions as academic 

administrators who do not already have Retreat Rights in the Dist rict sha ll have their 

qualifications assessed for possible Retreat Rights to the faculty. The results of this 

assessment shall be presented to the Board of Trustees as a part of the materials provided 

in the Board Agenda. 

J. 	 Special Cases 

If the Chancellor rejects all candidates forwarded from the first level Search Committee 

process, written notice must be given to the Search Committee with reasons for rejection. The 
Chancellor wi ll meet with the Search Committee Chair, and the representative from Human 
Resources to discuss next steps (i.e. ask the Search Committee for more names or start the 

hir ing process over again.) 
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K. 	 Interim Appointment 

These hir ing procedures shall not apply to an administrator employed for two years or less as 
an interim appointment. 

L. 	 Equivalency Procedures. 

1. 	 The Equivalency Committee for administrators w ill consist of three administrators. The 

members of the Equivalency Committee shall not be the same as those on the Search 

Committee. It is recommended that members of the Equiva lency Committee shall serve 

for at least one year to provide continuity. 

2. 	 It will be the duty of the Equivalency Committee to consider candidates on a case-by-case 

basis to determine if those candidates who claim qualifications equivalents to specified 

minimum qualifications do in fact possess qualifications which are at least equivalent to 

the stated minimums. The Equivalency Committee will keep accurate records of their 

deliberations and decisions and ensure uniformity within and across all cases. 

3. 	 An applicant who claims to be qualified through equivalency must demonstrate that he or 

she has qualifications equivalent to those specified. The applicant who claims equivalent 

qualifications w ill have to provide substantia l and verifiable documentation, as clear and 

reliable as college t ranscripts and work experience being submitted by the other 

applicants, that he or she has qualifications that are at least equivalent to what is required 

by the minimum qualifications. An applicant who fails to provide documentation in regard 

to either "a" or "b" below does not possess the equivalent of the degree in question. 

Specifically, the applicant making the claim must provide documentation in regard to each 

of the following: 

a. For establishing the equivalent of a required degree, possession of at least the 

equivalent in level of achievement, breadth, and depth of understanding for each 

of the following as separate and distinct criteria: 

i. The education required for that degree, and 

ii. The major courses required for that degree. 

b. For the equivalent of required experience, an applicant must show related 

experience broad enough to serve as a basis for performing the specific duties of 

the position. 

4. 	 Documentation 

It shall be the responsibility of the applicant to supply the Equivalency Committee 

with all documentation needed to evaluate equivalency. Evidence that the applicant 
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has qualificat ions equivalents to those on the job announcement shall be of the 
following: 

a. 	 A t ranscript showing that appropriate courses were successfully 

completed at an accredited college or appropriate foreign institution. 

b. 	 Publications that show a command of the major or occupation in 

question. 

c. 	 Other work products that show a command of the major or occupation 

in question. 

d. 	 Work experience. 

e. 	 Life experience leading to expert ise required by the job announcement. 

5. 	 Report of Equivalency Committee 

The Equivalency Committee will report its findings as "a" or "b" below to the Human 
Resources Department. The Human Resources Department wi ll make a 
recommendation to the Chancellor for final approval. 

a. 	 "The candidate meets the minimum qualifications through 

Equivalency" . OR 

b. 	 "The candidate does not meet the minimum qua lifications through 

Equivalency." 

M . 	Confidentiality 

1. 	 Individuals serving on Search Committees shall sign confidentiality agreement prior to 

committee service. Confidentiality should be maintained prior to, during, and following 

the recruitment process. 

2. 	 The hiring process includes the recruitment process; development of interests, screening 

criteria, and interview questions; the paper screening of the applicants; and interviewing 

and subsequent discussion of the candidates. 

3. 	 All written, verbal, and electronic records and information regarding the hiring process are 

confidential prior to, during, and following the interview process. 

4. 	 For all the Search Committee members, confidentiality through the process, from the 

development of an announcement to the final hiring action by the Board of Trustees and 

beyond, is essential to maintain the integrity of the hiring process. 

N. 	 Review 

These procedures will be reviewed at least every three years to ensure consistency w ith 

applicable requirements and District needs. 
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